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Please note our database is frequently modified by our contractor so the screen prints that you see in this tutorial may not 
match exactly what you see on your screen.  If you have questions you may contact CNP for guidance. 

 

Bookmark the following URL address for EED Child Nutrition Programs webpage:  
https://cnsonline.alaska.gov/cnpweb/ 

  
Use this to access the CNP Web Login  

 

 

Type in your User ID and Password. CNP 
will provide you with these via email once 
you have filled out the CNP Web User 
Authorization Request.  
 
ONLY New Sponsors or Returning Sponsors 
who have forgot their username and 
password need to complete a CNP Web 
User Authorization Request. 
 
Returning Sponsors/users will use the same 
username and password from the previous 
year. 
 

 

Click on the BLUE puzzle piece to enter the 
SFSP Database 
 

https://cnsonline.alaska.gov/cnpweb/


 

Please read the Welcome Page each time 
you access the database as it will contain 
important program updates. 
 
Scroll down to the bottom and click on 
continue to enter the database. 

 

Select the program year you wish to 
add/update. *Note* you can view prior 
year’s program information and claims but 
DO NOT edit any prior year information.  

 This is the next screen you will see. Notice 
the tabs packet, applications, claims, 
payments and users. Click on the one you 
want and it will darken as the other stay 
light. 



 Click on the applications tab to 
add/update your sponsor info, sponsor 
budget, and site info sheets. The sponsor 
sheet and sites from prior year will come 
forward into new year.  You will need to 
click the “Add” toggle to update your 
sponsor information sheet. 

 

Review your addresses and contact 
information, update as necessary. If any 
information on your sponsor or site 
applications changes during the course of 
the program, please update the CNP Web 
immediately.  
 
 
 
 
Please note the DUNS number 
requirement at the top of the page. All 
SFSP Sponsors receiving federal funds 
through the program MUST register with 
Dunn & Bradstreet to receive a 9-digit 
DUNS number. Applications will be 
incomplete until this process is complete.  
 



 

Management Plan: please answer 
questions 40-64 as they pertain to your 
organization. The Management Plan 
questions outline the administrative staff 
that are responsible for certain program 
operations.  

 
 

 

Enter the Training information for your 
organization. 
 
*All Administrative and Site staff must be 
trained prior to the start of program 
operations. If new administrative or site 
staff are hired after the initial training 
sessions have been conducted, an 
additional training will be need to be 
provided for them. 
 
 
 
 
 
 
 



 

Complete the General Information section, 
questions 75-87. 
 
All questions MUST be answered in order 
for an application to be approved. 

 

Complete the Vendor/FSMC information 
section IF it applies to your food service. 
Sponsors that do not use a Vendor or FSMC 
to supply their meals do not need to 
complete this section. 
 
 

 

Complete the Advances section IF your 
program needs an advance for any of the 
months it will be operational.  
 
All Advance requests are due no later than 
April 15th, with a complete application. 

  

Only programs receiving $750,000 total in 
federal funding for all programs operated 
during the year need to complete this 
section.   

 



 

 
 

 
 

Certify and Submit your Sponsor 
Application. Only information that has 
been submitted can be saved.  
 
 
 
 
 
 
 
 
 
 

  
Once you have added the Sponsor Info 
Sheet it will allow you to add the Sponsor 
Budget and Site Info Sheet(s). The Sponsor 
Budget sheet is waived for School Sponsors 
only, all other sponsors need to complete a 
sponsor budget. 

 

Review all information in the body of the 
Site Information Sheet and change as 
necessary. If changes happen after the 
initial data entry please make these 
changes as soon as possible. 

 



 

Complete all information as it pertains to 
the type of site(s) you’re operating.  
 
 
 
The Site Information sheet outlines what 
type of site it is, how it meets the eligibility 
criteria, what hours it operates, where it 
operates, and activities it may provide.  
 
 
 
 

 

Review meal service information and 
update as necessary.  
 
Provide a thorough explanation for 
Question #45. Example: “Meal counts are 
taken by name. Second meals are marked 
in second meals section of meal count 
form. Children 8-12 eat from 11:30-12:30 
and Children 12-18 eat from 12:30-1:15.” 

Complete the Training and 
Monitoring information, date of 
DEC/MOA Notification Letter, 
Racial/Ethnic Data, certify and 
submit the application. 
 
Site Applications MUST be certified in 
order for an application to be 
complete.  
 
All Site Applications must be in 
“Pending Approval Status” in order 
for the complete Application Packet 
(Sponsor Application, Site Application 
and Budget) to be approved.  
 
If the application is incomplete you 
will get an “error” notice. You can 
edit any applications in error status. If 
you cannot solve the error, please 
contact CNP staff. 



 
 

 
 



 
 

 

Complete the Sponsor Budget. The 
Sponsor Budget must capture all estimated 
administrative and operating expenses. 
Click the submit button when your budget 
is complete. 
 
Program payments are not based on the 
budget, it just shows the State agency how 
you plan to spend your reimbursement. If 
you spend all your reimbursement on food 
and labor, those are the only things that 
you may need to include in your budget.  
 
Please refer to the Budget outline and 
description for more detailed budget 
information. 
 
 
 
 
 

 
 

 
Once you clicked on submit at the bottom 
of each page for the Sponsor Info Sheet, 
Budget, and Site Info Sheet(s) you will 
notice the status of Pending Submission 
on the Applications tab. 
 
 

 

Go to the Packet Tab to see the status of 
the rest of your required paper documents 
and online application.  
 
The applications will be in “Pending 
Submission” status until you’ve submitted 
the required downloadable documents 
with a red asterisk next to them and have 
entered the submission dates next to each 
required document. You will update this 
information by clicking on “Click here to 
Update Dates on Off-Line Forms.” 
 
Once you’ve submitted all required off-line 
forms with dates of submission, you will be 
able to submit the entire packet for 
pending approval by checking the box at 
the bottom of the screen that says “Click 
here and click on the “Submit” button 
below to submit forms to the State for 
Approval.”  
 



 

 

The State can only approve applications 
when they’re in “Pending Approval” status.  
 
 
 

 

Once you have completed the previous 
step you will see that the status changed 
from Pending Submission to Pending 
Approval.  
 
You are not finished with the application 
process until you send in the required 
paper documents/off-line forms. 
 
 
Once the State has approved the online 
portion of the application process you will 
see the status on the Packet Tab reads 
“approved”. 
 

 
 
If you have any problems or questions during the online application process, please contact Summer Food Service 
Program Staff: 
 
Cyde Coil 
SFSP Education Program Assistant 
(907) 465-4696 
cyde.coil@alaska.gov 
 
-OR- 
 
Alicia Maryott 
SFSP Program Specialist  
(907) 465-4788 
alicia.maryott@alaska.gov 
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